JOB ANNOUNCEMENT

Please post and circulate

Educational Fund

Program Manager, Civic Engagement ¢« New York Office
Full-time/ Temporary Position

The Organization

The National Association of Latino Elected and Aipped Officials (NALEO) Educational Fund was estsikd in 1981
and is the leading nonprofit organization thatlites full Latino participation in the Americawolgical process, from
citizenship to public service. The NALEO EducatibRund carries out this mission by developing iamglementing
programs that promote the integration of Latino ignants into American society, providing assistaaogd training to
the nation’s Latino elected and appointed offigialsd conducting research on issues importanetadtino population.

The NALEO Educational Fund is a 501(c)3 non-profganization governed by a 15 member Board of Borscand a
25 member Board of Advisors. Both Boards are casedrof members of Congress, state and local eledfieials, and
corporate leaders from across the country. The BR@IEducational Fund maintains offices in Los Angel&ashington
D.C., Houston and New Yorkmploys approximately 43 full-time staff and hasaanual budget of approximately $6 million.

The Position

The Program Manager will coordinate and executéda array of activities central to the programmagtials of the
Civic Engagement Program of the New York Offica.phrticular, the Program Manager will provide supand
oversee various components of the NALEO EducatiBoall’s work in theya es hora campaign, as it pertains to
naturalization, voter engagement, and most siguifly, the 2010 Census, in the Northeast of thergu

Duties may include organizing and leading meetinils local partner organizations; coordinating wital media
partners; responding to media requests as instticteluding interviews, both in Spanish and Erngligreparing
timelines and work-plans for project implementatiand general project management.

The position also includes basic office administetiuties, including but not limited to processowggoing/incoming
written communication; composing and editing lettenemoranda, mailings and reports. Applicantst imaxge
experience using computers, the internet, and Maftdffice applications (including Excel). Thisgition reports
directly to the New York Director of Civic Engageme This is a full-time / Temporary salaried pmsitin the range of
$46,000 to $49,00acommensurate with experience through July 1, 2010

Qualifications

« Must be a college graduate; 2+ years of relevapesnce preferred

- Good organizational and management skills, andibabil handle multiple tasks, organize and priagtivorkload

« Fluency in Spanish required (written and spoken)

- Excellent interpersonal and verbal skills, inclglthe ability to interact with staff, media, elettend appointed
officials, corporate/business representatives, conity members, and especially the general publiofoanity

« Excellent writing skills and ability to prepare tein materials, ranging from press releases torprogeports

- Self motivated, with capability of working aloneiara high energy, fast-paced team environment

« Willing to travel, and work extended hours (inclugliweekends) as required

« Preferably a driver, must have a valid driver'®fise with proof of automobile insurance coverage

« Excellent professional demeanor

«  Ability to work respectfully with people of all dwiral and socioeconomic backgrounds

« Supportive of the mission and philosophy of the Ne& Educational Fund

PLEASE SEND A LETTER OF INTEREST AND RESUME TO:

Julissa Gutierrez, New York Director of Civic Engagent
NALEO Educational Fund 110 Wall Street, T8Floors New York, NY 10005
Tel: (212) 480-1918 Fax: (212) 480-169¢¥ E-mail: jgutierrez@naleo.org

NALEO Educational Fund is an equal opportunity employer. Applications are evaluated on the basis of job qualifications and not race, sex, color, disability,
national origin, religion, creed, age, marital status, sexual orientation, citizenship or authorized alien status, or veteran status.



